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Date :

T
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Importance
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Action Plan

By | When
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Office Routine Chart 10
Self Designed Job Description
Based on Experience in the Organization
SNo.| Nature of Work | Reporting Routine
Mon | Tue |Wed| Thu | Fri | Sat
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11-.5/15
Individual Delegation
Name of Delegatee:
Date of Nature of Deadline| Done | Remarks

Delegation| Work/Communication
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Delegation planning

Routine Work

76

12-2

Title of Task |Priority| Delegate to | Name of Week Days/Months

Symbols to be used in six columns
d:  When delegated
c. Expected date of completion
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13-&4}7

Project Delegation Chart

When More Than Two Persons Are Involved

Name of Persons (Delegatee) Nature of Work Logical
with targets date (Steps) Sequence
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